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' CIRROP A6 ANFOUGTONND (Fa e it A\ Jew) PROCKDURE

Logistics Office, Supply Division, Supply Ogerations Branch, Stock Mamugement
Section (LO/8D/SOB/SMS).

Propares Sse. I of @ S-part set, Form No. 30e » Form Stock Replenishment Netiee,
Covrdirstion and Approve]l Record. Attsches 1 en y of latest availeble edition of
iore t6 be reprinted. Piles Part 5 in suspense (60 days Tor speclalty-type, 90
deys for aon-specialty-type forus) and forwsrda belsree of set to FMB. If reply
ir not received durirg suwspemse period autosatically procures s 6 wonths supply
{1f a specinity-type form) or a 3 months supply (if a non-gpeclaliy-type forw).

‘Ei"mw%g)itifam;gmm; Broveh, Records Manngesent Staff, Hunagewent Staff (Fis/rus
HWEEE)

Reviews. Completes Sec, IV without referral to 0PI provideé records indicate
forw is obsolete or should not be procured st this time s otherulse; completes See. II,
agcertaining that latest edition of form is attached, withdraws P%zt 4 for suspenns
and flage Porm 2 (Vist-record card file) with red vigible index signal (indicative
that reprint review is in procesg). Files part b in suspense (30 days) and forwards
balance of set to OPI. If reply 38 not received during suspense period, contacts
OPI by telephone and attempts to expedite reply. Every effort will be made to
get an OFI comment prior to procuring a reduced supply of fores.

3. Office of Primary Interest (OFT)

Reviews and coordinates. Comwpletes Sec. III, wvithdrawe Part 3 fpr’/;i":lle and
returns rest of set to PMB. Automatically destroye file of Forw 302 ‘s when Pform
becomes cbuolate, :

B, ?m‘a}g)ihmgement Branch, Records Mmnagement Steff, Mansgewent Staff {F¥B/mMs/
Reviews and analyzes OP1's mcmnﬁétionsu 'Coc:rﬁinmma Purther {f advisable.

Coupletes Sec., IV, withdrawing Psrt 1 for the Offici&% Form Plle, and returns

Purt 2 to 10/SD/SOB/SMS Vie LO/PSD. Destroye Part b {suspense) and rewoves

red signel from Forw 2 file.

v

5. Logistics Office, Printing ‘dewfiee% Division (LO/FSD). y

Baged on complexity of job, quantity, security, and current workload conditions,
prejeterwines place and method of proddetion, f.e., routing to Agency facilities R
GPO, commerical, etc. and so notes onm é‘ec, I, Part 2. Forwards Fart 2 of 30s and
forn sswple to LO/SU/30B/SMS for prepaf{ntim of necesssry paperwvork.

5. Legisties Office, Supply Division, (Supply Operations Branch, Stock Managesment
Section (LO/SD/SOB/SMS). |
' i
Upon receipt of Part 2, prepares p%ocumut doecuments or takes other appro-
priate action in conformance with data (eentained {n Sectioms IXY emd IV. Rewmoves
Part 5 from suspense, rents additionsl gppropriate data from Part 2 and files in
SC8 File. Forwards Part 2, al with ‘the procurement documents, to either logistics
Office, Procurement Divisiom {10/7D) of Logistics Office, Printimg Services Division
{LO/PSD) as evidemce of FMB approvel snd LO/PSD predeterminmtion of production source
and wethod. i .

7. Logisties Office, Prinmting Serviceé Division (LO/PSD) or Procurement Division (FD).

Cowpletes additioval required mmw‘wmk and procures form# tc replenish stocks.
Filles parn 2 of Form e with sovy of wrocnrement dcciments sm avidente of suthority
P ppsne o inebes gy rranneed ohanose in speelfications ) quantity, veguestad
dalivery dates, eta, with FMB. i
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